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JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      
COLLECTIVE BARGAINING IDENTIFIER 

 
Management Related BU: 

         
Supervisory Related BU: 

         
Confidential Related BU: 

         
Rank and File BU: 

        
RESPONSIBILITIES EXERCISED  

  Supervisory  Lead Person 

IMMEDIATE SUPERVISOR (Print) 

      

SUPERVISOR'S CLASSIFICATION  

      
APPROVED BY (Personnel Analyst's Name)  

      

DATE 

      

Percent of 
Time Activity 

            

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE. 
SUPERVISOR’S NAME (Print) 

      

SUPERVISOR’S SIGNATURE 

 
DATE 

EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE 
 RECEIVED A COPY OF THE DUTY STATEMENT. 
EMPLOYEE’S NAME (Print) 

      

EMPLOYEE’S SIGNATURE 

 

DATE 
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	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: R04
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Ajay Goyal
	SUPERVISOR'S CLASS: Principal Engineer, Water Resources
	personnel analyst: SS
	personnel date: 9/27/10
	PERCENT OF TIME: 














40%






30%
	activity: POSITION SUMMARY

Under the general direction of the Principal Engineer, Water Resources, the Office Technician (Typing) is responsible for providing clerical and administrative support for the Statewide Infrastructure Investigation Branch in the Division of Statewide Integrated Water Management.  This position requires the incumbent to exercise a high degree of initiative, independence, and originality in performing assigned duties and may serve as lead person over the branch office support staff.


ESSENTIAL FUNCTIONS

This position requires that the incumbent work cooperatively with others and maintain consistent and regular attendance.  The specific essential duties are as follows:

Uses a personal computer to originate/generate and/or format drafts of correspondence, letters, memoranda, contracts, reports, administrative forms, charts, invoices, press releases, Governor's approval requests and various other correspondences.  Maintains tracking system for this data.  Reviews all correspondence prepared by staff for compliance with Department standards and for clarity before forwarding for signature.  As lead person prioritizes logs, monitors, and coordinates branch work with other office support staff.  Maintains the office assignment tracking system.

Reviews, researches, maintains records, and processes travel expense claims, travel advances, In-and Out-of-State travel requests, training and conference requests, cash-in-advances, and administrative forms for accuracy, completeness, and compliance with Department rules and regulations.  Schedules meetings, travel, and training.  Keeps a current calendar of appointments and meetings.  Answers telephone inquiries and fields telephone inquiries and calls.

	classification: Office Technician (Typing)
	appointee: Vacant
	dwr position number: 1870-1139-001
	sap personnel no: 
	sap position number: 50001388
	division: SIWM/Statewide Infrastructure Investigation Br.
	mcr: 1
	percent 2: 20%



10%
	activity2: Prepares agenda, highlights, and other materials for public advisory committee meetings.  As appropriate, attends committee meetings.  Establishes and maintains a filing system for various advisory committees.  This may require driving a vehicle on public roadways.  

Acts as timekeeper and attends timekeeper classes.  Maintains awareness and informs staff of proper and current procedures related to timekeeping, travel, benefits, etc.  Upon request and as needed, Act for the Division's Executive Secretary.  


SPECIAL REQUIREMENTS

Must have excellent English language spelling, grammar, and interpersonal skills; able to follow verbal and written directions; evaluate situations accurately and take effective action; work cooperatively with peers and to meet and deal tactfully with the public.
Must be able to type a minimum of 40 words per minute.
Incumbent is expected to demonstrate interest in assuming increasing responsibility.



	supervisor name: Ajay Goyal
	employee name: 


